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Disbursement Control 
Procedure 


5.4 

5.5 


5.0 RESPONSIBILITY AND AUTHORITY 

5.1 All concerned Division Managers shall be responsible for the accomplishment and approval of 
Documented Claims with required atjtachment/s and for submitting such documents to Accounting 
and Cash Management Division. 


5.2 The Accounting Officer shall be re: 
availability of fund. 


5.3 The Accounting and Cash Management Division shall be responsible for the checking of the 


completeness of the documents, pre 


paration of the Journal Entry Vouchers and the journals, and 


ponsible for the review and approval of request base on 


posting records in the Books of Accounts. 

The Cashier shall be responsible for preparing and releasing of checks. 

The General Manager shall be responsible for the approval of the Disbursement Vouchers, the 
prepared check and of the Documente d Claims and Required Attachments. 
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1.0 OBJECTIVE 


2.0 


4.0 


The purpose of this procedure is to establish 
with COA Rules and Regulations. 


the appropriate process of check disbursement in accordance 


SCOPE 

This procedure covers Tanza Water District's 
Voucher, Check preparation and releasing. 


and 


process of preparing Disbursement Voucher and Journal Entry 
' recording of vouchers to the journals and ledger. 


3.0 DEFINITION OF TERMS 


3.1 


3.2 


Commission on Audit (COA) - is an 
constitution of the Philippines. It has 
and expenditures of the funds and pro 


independent constitutional commission established by the 
■ the Primary function to examine, audit and settle all accounts 
jperties of the Philippine government. 

Journal Entry Voucher (JEV) - is an accounting record that notes the details of the transaction for 
record keeping and auditing purposes. This voucher includes the names of accounts affected, the 
date of the transaction, description cf the transaction, signature of authorizing parties, and other 
details critical to proper accounting procedures. 


33 


3.4 


Check Disbursements Journal (CkDJ) - 
to keep tract of expenses incurred w 
'Cash in Bank' account and debiting the 


is a specialized accounting journal used in accounting system 
hen check is used for payment. The entry involves crediting 
corresponding expense account. 


Disbursement Voucher (DV) - is a forrji 
an organization. 


REFERENCE DOCUMENTS 

4.1 Commission on Audit Rules and Regulati 

4.2 Budget Control Procedure 

4.3 New Government Accounting System 


used when a check is issued for payment to an individual 


or 


ions 






, 


R 

/titter District 
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Disbursement Control 
Procedure 







l 

r 



General 

Manager 

Shall ja 
approv 

pprove the request by signing in the 
al section of the Disbursement Voucher. 

DV; JEV; 
Documented 
Claims; Required 
Attachments 

r a 

Certification 

\ d 




r 

Cashier 

Shall pi 
the ir 
Voucht 

repare corresponding check according to 
dicated data in the Disbursement 

r. 

Bank Check; 

> 

Check Preparation 

v ^ 



i 

r 

Genera! 

Manager 

Shall 
the che 

jprove and authorized the creation of 
ck by affixing signature on the check. 

Bank Check; DV; 
JEV; Documented 
Claims; Required 
Attachments 

/ N 

Final Approval 

V- > 




f 

Cashier 

Shall r( 
claiman 

Note: 

Shall re 
in the P 

lease the corresponding check to the 
t. 

:ord the releasing of check as payment 
ayment Releasing Logbook. 

Bank Check 

Released Check 
Logbook 

Check Releasing 




r 

Accounting 

Officer 

Shall re 

Journal 

Note: 

1) The 
mcj>i 

2) The 
acci 

3) Prin 
the 

cord JEV entries in the corresponding 
and General Ledger. 

journals are prepared at the end of the 
ith. 

General Ledger is prepared after 
:>mplishment of the journals, 
iting of the General Ledger is done at 
end of the year. 

CkDJ; Cash 
Disbursements 
Journal; General 
Journal; General 
Ledger 

/ X 

Recording 

V y 

_ . _ } 


C End ) 
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Disbursement Control 
Procedure 


Reports 


Reports 


Frequency 

Responsible 

Check Disbursements Journal 


Monthly 

Accounting Officer 

Cash Disbursements Journal 


Monthly 

Accounting Officer 

General Journal 


Monthly 

Accounting Officer 


7.0 PERFORMANCE INDICATORS 

7.1 The Division Manager shall ensure 
accomplished, verified and accounted 


that all disbursement vouchers were properly prepared, 
for. 


ATTACHMENTS AND FORMS 

8.1 Forms 

8.1.1 

Disbursement Voucher 

8.1.2 

Journal Entry Voucher 

8.1.3 

Petty Cash Fund Voucher 

8.1.4 

Check Disbursements Journal 

8.1.5 

Cash Disbursements Journal 

8.1.6 

Petty Cash Fund Record 


8.2 Table of Documented Claims and Required Attachments 
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Republic of the Philippines 

TANZA WATER DISTRICT 


DISBURSEMENT VOUCHER 


MODE OF PAYMENT 

| | MDS Check [^Commercial Check | |AdA [ Others 


No.: 


Date: 


Payee/Office: 


Address: 


TIN/Employee No.: 


OS/BUS No.: 
Date: 


Title: 


Code: 


Particulars 


Amount 


Certified: I [ supporting documents complete and proper 

□ Cash available 

^Subject to ADA (where applicable) 


Signature: 

Printed Name: 
Position! 

Date: 


Received Payment: 

Signature: 

Printed Name: 


Tanza Water District 


OCT 2 7 2016 


Da te 


■M ASTER COPY 


Approved for Payment: 


Signature: 

Printed Name: 
Position: 

Date: 


Check/ADA No.: 

Date: 

Bank Name: 

OR No./other relevant 
document issued: 


Journal Entry Voucher: 

No: 

Date: 
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8.5. Table of Documented Claims and Required Attachments 



